


























































































































































































































WORDS

Application:

Archiving:

Arithmetic processing:

Auto—-answer:

Auto-call:

Automation:

Background processing:

Back-up:

Batch environment:

Baud:

Calendaring:

Centering (automatic):

CPU:

GLOSSARY OF TERMINOLOGY

DEFINITIONS

The use to which a data processing system is
put; for example, a payroll application, a
permit tracking application, accounts receivable
application.

The storage of a file on an off-line storage
device such as magnetic tape or diskette.

The capability to perform row and columnar
arithmetic functions including addition,
subtraction, multiplication and division.

Answering in which the called data equipment
automatically responds to the calling signal.
Synonymous with automatic answering,

A machine feature that allows a transmission
control unit or a station to dnitiate a call
automatically. Synonymous with automatic
calling,

The dinvestigation, desigun, development, and
application of methods of rendering processes
more automatic, self-moving or self-controlling.

The execution of an operators request such as
printing a document while the operator is
performing other tasks.

A system, device, file, or facility that can be
used in the event of a malfunction or loss of
data.

An environment to which data processing jobs in
command lists are submitted. The environment
schedules their execution, independent of their
submitter,

A unit of signaling speed equal to the number of
discrete signal events per second.

An application which allows secretaries and
professionals to maintain a calendar of meetings
and other commitments.

The positioning of text string so that its
midpoint is aligned with a given reference point
position.

The computer control logic used to execute the
programs, Synonymous with Central Processing
Units.

63



WORDS

Coding standards:

Communication control unit: '

‘

Computer network:

Concentrator:

Configuration:

CRT:

Data:

Data base:

Data base management system:

Data communication:

Data file:

Data processing:

Dial-up:

Disk drive:

Diskette (floppy disc):
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DEFINITIONS
A set of unambiguous rules specifying the manner
in which data may be represented.

A communication device that controls the
transmission of data overlines in a network.

A complex consisting of two or more

.interconnected computing units.

In data transmission, a wunit that permits a
common transmission medium to serve more data
sources than there are channels currently
available within the transmission medium.

The arrangement of a computer system or network
as defined by the nature, number, the chief
characteristics of its functional units.

Cathode Ray Tube

A representation of information in a formalized
manner suitable for communication,
interpretation, or processing by human ov
automatic means.

A collection of interrelated or independent data
items stored together without unnecessary
redundancy, to serve one or more applications.

A software system facilitating the creation and
maintenance of a data base and the execution of
computer programs using the data base.

The transmission, reception and validation of
data according to appropriate protocol.

A collection of related data records organized
in a specific manner.

The systematic performance of operations upon
data; for example, handling, sorting, merging,
computing.

The use of a telephone to initiate a connection
between two stations that allow them to
communicate. Contrast with hardwired
connection.

A mechanism for moving a disk pack or magnetic
disk and controlling its movements.

A thin, flexible magnetic disk and a semi-rigid
protective jacket, in which data is permanently
enclosed. Contrast with fixed, or hard disk.
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WORDS DEFINITIONS

Distribution list: A collection of one or more name-location pairs
that is used to send message to all entries in
the list,

Document: A collection of one or more lines of text that

can be named and stored as a separate entity.

Dot matrix printer: A printer which prints character images using a
two-dimensional pattern of dots.

Fmulation: The act of imitating or performing as if a
device or program were something else,

Edit: To enter, modify or delete text.

End user: The ultimate source or destination of
information flowing through a system,

Front-end processor: A processor that can relieve a host computer of
certain processing tasks such as message
handling, code conversion, and line control.

Function key: A key on a terminal that causes the system to
‘ perform some predefined function for the
operator.

Gobal: An operation, such as delete, search, or
replace, which is performed for the entire
document.

Hard copy: A printed copy of machine output.

Hardware: Physical equipment used in data processing and

office automation, as opposed to programs and
procedures contrast with software.

Hardwired: Pertaining to a physical connection. Contrast
with dial-up connection.

Host processor: A processor that controls all or part of a user
applications network,

Index: A list of the contents of a file or of a
document, together with keys or references for
locating the contents.

Inquiry: A request for information from storage.
Intelligent terminal: Programmable terminal.
Interactive: Pertaining to an application in which each user

entry calls forth a prompt from a system.
Mass storage: Storage having very large capacity.
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Menu:

Merge:
MIS:

Modem:

Multiplexer:
Off-line storage:
On-line system:
Pagination:
Personal Computing:
Privacy:
Protocol:
Record:

Remote access:
Security:

Shared logic
Word processing equipment:
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DEFINITIONS

A display of a list of available functions for
selection by the terminal operator.

To combine two or more documents.
Management Information System.

A device  for transmitting data  over
telecommunication facilities.

A functional unit that permits two or more data
gsources to share a common transmission medium
such that each source has its own channel.

Storage that 1s mnot wunder control of the
processing unit.

A system 1in which the dinput data enters the
computer directly from the point of origin or in
which output data dis transmitted directly to
where it is used.

The automatic arrangement of text according to a
preset number of page layout parameters.

Computing is performed on a desk top micro
computer, independent of the main (host)
computer,

The right of individuals and organizations to
control the collection and use of their data or
data about themselves.

The set of rules governing the format and
control of inputs and outputs Dbetween two
communicating funcitional uniits. Includes hand
shaking and line discipline,

A collection of related data items treated as a
unit,

Pertaining to  communication with a data
proeessing facility through a data link such as
a telephone dial-up link,

An application which permits users to access
only the documents, data files, mail, etc., that
they are authorized to see.

Word processing equipment in which the resources
of a processing unit and storage devices are
shared between two or more work stations.
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Software:

Stand-alone
Word processing equipment:

System:

Telecommunications:

Text:

Transmission:

User friendly:

Word processing:

Work station:

DEFINITIONS

Programs, procedures, rules and any associated
documentation pertaining to the operation of an
office information system contrast to hardware.

Word processing equipment for wuse by one
operator at a time that does not depend on the
resources of other equipment for dits normal
operation.,

A collection of wen, machines and methods
organized to accomplish a set of specific
functions.

Communication over distance by telephone,

Information for human comprehension that is
intended for presentation in a two-dimensional
form, for example, printed on paper or displayed
on a screen.

The sending of data from one place for reception
elsewhere.

A system which provides users with meaningful
prompis, error messages and recovery capability.
"Help" screens can be requested to explain
prompts or error messages in detail when
additional information is required.

A means for improving the efficiency and
effectiveness of document communication. Word
processing 1s characterized by the ability to
efficiently enter text, store text, and edit
text 1in groups of characters such as words,
lines, pavragraphs and pages.

A station at which an individual can send
information to or veceive information from a
processing unit, such as a word processor or
computer,
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